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APPLICATION FOR RECORDS DISPOSITION STANDARD 

I ,i 

INSTRUCTIONS Prepare in dupl icate and forward to the Records Management Analyst, Management Systems Division 

3 IJPIII Dwisinn Sulnlivision 8 Administerlnq Office Address FOR RECORDS MANAGEMENT DIVISION USE 
Date Rreluod Application No h i e  Completed 

TRANSIT OPERATIONS DEPARTMENT 
Bus Maintenance Division 
2775 East Ponce de Leon Ave. --Application NO. 

I I I Decatur, GA 30309 

6. Telephone Number 

Information Systems Clerk 373-3267 

a Ilt Est;hlesh Retention Schedule: record ill continue to accumulate. 
I,. 0 Dispose of present accumulation; no further accumulation anticipated. 

c. Amend Application No. ~ 

3 
Check Ons: 0 Change; 0 Supercede; 0 Void 

. __._~ 
p - ~ ~ ~ i ~ ~ f i l e  (fo//owed by rirle used in office; if different) 

Latest 

Present 
Maintenance Fuel Cards for the Transit Management 
Information System (TMIS) 

-. 1 
and Office Function Whit  is the function o l h e  Division and the Office in which this record series ia  created,~- 

In the most economical and efficient manner, the Division of Bus Maintenance 
obtains maximum performance from rolling stock; utilizes maintenance facilities and 
shop equipment; promotes safety; assists in the procurement of new equipment and 
contracts for service; and assists with inventory control. 

,' 

. -_ ~_k - 
11. Recoril Series Description This file contains the following documents (include form numbers and rirlss, if any}: 

Attach samples of the file. t 
Collection of data for possible use for federal Section 15 reporting 
requirements. 

Transit Management Information System (TMIS) 
Bus Fuel Cards (example .attached) 

Documents relating to 

Included are 

-___ .. .- I . .- . . .. .. 
referred to which are: 

One to six months old . - . 2 2 .  -. - ;Seven to twelve months old' 6 ;Thirteen to twenty-tour months old once ; 

L .  

_ _ - ~  ~ 
.__~_ . - -__ - __ ~ ... _. 

13. Annual Rate of Accumulation of Records 

- .- -- __ Letter&e drawers Legal-size drawers Lo.. __ ; Shelves - ; Other (specify) ~~ - 
' ,  % 



scheduled separately? 

I. I s  the information contained in this series ever published! I f  yes, attach copy. 

g. Is the information contained in this wries ever analyzed andlor recorded in a summarized report? 

-~~ 
~ ~- ~...~ ~ -. .~ - .- .- 

. . - .... ~- - ~ ~~ . ~ ~ ~~ - . ~ _ _ ~ ~ _ _ _ _ _ ~ c _ _  .~ __ . _~ 

I f  yes, where? 

I s  this series lor a major@orrion of i t /  regularly microfilmed? 

Does the record wries re&t in a computer printout? 

__ - .-._--.~~__~----I_ 

i. 

j. 
~- ~~ ~ 

-.-_. .~ __ _~__- -- . ~ -- ~ 

n Requirements The following requires the series to be kept: 

d. Audit period ---- years. 

-. years. 1. Federal retention instructions ~- years. 

a. State Law ~ years. 

b. Statute of limitation years. e. Administrative need I_ 7 >  years. 

c. Federal law 

. .  
Attach copy or excert 01 laws or regulations. Explziin administrative need. , .~ . ~. . . ~ .  

-- - -----~-~1 ~~ ~ 

16. Approved Disposition Instructions This agency recommends that the file series be cut o f f  at the end of each: 

i 1 Celentlili Yea,; l?l Fiscdl Yeas; (-1 Other .- ~ _-__ -~ tiren, 

0 Hold in the current files area - .. ..__ monthlsl -_ . vear(s); then 

Transfer to I 3 a l  holding area; hold __ 
0 Transfer to State Records Center; hold - 

Transfer to Stale Archives for permanent retention. 

L1 Oiher (Spcrlvl 

year(s1; then 

vearkl; then 

)Fd Destroy. 


